


















“The Ides of March” brings to life one of the most 
outstanding personalities of history—JULIUS CAESAR. 


The story is based on imaginary letters and documents 
which reveal intrigue, love, and hate. You meet the 
Romans of the slums, of the palaces, ladies of the nobility 
serving the gods in their temples, dissolute men and women 


plotting the assassination of the Dictator . . . all adoring 


Caesar, or hating him. 

In this novel, Caesar becomes Man—Man in search of 
God. He is the all powerful Dictator of the Roman Empire 
and is sincere in his love for his people. He resents the fact 
that some of the people want to worship him as a god, 
he forgives his enemies, tries to understand why some of 
them hate him and plot for his death. Religion of that 
time was based on the worship of many gods and goddesses, 
on superstitions and sorcery, yet Caesar knows there must 
be an all powerful Mind behind all creation, but he also 
realizes his people are not ready to accept the belief of 
the One God. 

Cleopatra comes in state to Rome and Caesar again 
falls in love with her just as he had several years before, 


FURS BOl 4 x 


One hundred and seventy-one years 
ago (June 14, 1777) the Continental 
Congress, in adopting the Stars and 
Stripes as the flag of the United 
States, passed a law ordering “That 
the flag of the United States be 
thirteen stripes alternating red and 
white, and that the union be thirteen 
stars white in a blue field, repre- 
senting a new constellation.” 








One hundred and twenty years later a New York gov- 
ernor issued a proclamation for the first public observance 
of FLAG DAY. 


The years have added more stars to that flag, and the 
generations who have loved America, lived for America, 
and died for America have added to its character and mean- 
ing. On this June 14, 1948, as we celebrate FLAG DAY 
for the fifty-first time, is it any wonder that our American 
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"The Ves of March’ 


By Thornton Wilder, Harper & Bros., New York—$2.75 


in spite of the fact that he surprises her in the arms of 
Mark Antony. You'll find a Caesar revering the poet 
Catullus even though Catullus writes of his hate for Caesar, 
and his love for Clodia Pulcher, the most notorious woman 
of all Rome. You'll meet Brutus whom Caesar loves as a 
son—the Brutus whom all Rome believes to be Caesar's son. 
He is the only man Caesar feels can take his place as ruler 
of the Roman Empire. Caesar knows death is approach- 
ing and makes plans for Brutus to take his place but 
before those plans are completed 
he is assassinated, and his beloved 
Brutus was one of those who were 
guilty. 

Thornton Wilder has created a 
great man and his world, and at the 
same time shows all aspects of all 
man—his hates, his passion, his am- 
bitions, and his dreams. “The Ides 
of March” makes excellent reading, 
and we believe you will enjoy this 
book. 


hearts beat faster as our American eyes feast proudly on 
the majestic rippling of that symbol of all our glorious 
achievements and noble aspirations? 


No longer a “new constellation,” but as one “great con- 
stellation,” let our voices join in that powerful Wilbur D. 
Nesbit song: 


Your flag and my flag! 
And how it flies today 
In your land and my land 


And half a world away! 
SOSSSFSFHSSSSSSFSHSFFSSHSSSSSSSSSSSSOSOSCSOOOOS 


DON’T FORGET—to remember—The 
“little man who’s ALWAYS there!” 


Just in case you have forgotten— 
June 20 is FATHER’S DAY! 
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The Secretary 
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NATIONAL CONVENTION TIME 1S NEAR! 


by VELDA EVANS, Convention Chairman 


Will we let them down???? NO, NO! The California 
girls are working at top speed to make this year’s conven- 
tion a huge success, and it promises to be just that. 

The business sessions this year will be of utmost im- 
portance because we have so many matters to take care 
of—matters that are on the “must” list—for the future of 
NSA. We do hope that there will be official delegates in 
attendance from as many chapters as possible. And in addi- 
tion, we want a lot of other members there—remember, the 
more the merrier—and, anyway, we will have F-U-N. 

You have all seen the schedule of events. Just think, 
judges for our “Miss Secretary of 1948” contest will include 
Earl Carroll, Ken Murray and Laraine Day—where, besides 
in California—the glamorous land of movies and radio— 
could we secure the services of such outstanding persons? 

Remember that the Headquarters and registration desk 
will be at the Biltmore Hotel. All business sessions will 
likewise be held at the Biltmore, and admission will be 
granted all NSA members by presentation of proper mem- 
bership card and registration badge. 

Space will be provided in the Conference Room for 
National Headquarters where there will be on display the 
scrapbooks and bulletins of the chapters entering the con- 
test for the best scrapbook and best bulletin of the year. 

Remember, too, that the prizes for the best scrapbook 
and bulletin will be awarded at the Sunday breakfast; as 
will the prize to the winning chapter of our recent ad 
contest. 

Come on, let’s show the California girls how much we 
appreciate all the time and effort they have been putting 
in on the convention—let’s literally take over the city of 
Los Angeles, June 24-27, 1948. 


“CALIFORNIA, HERE WE COME” 


oe ee 


SO YOU'RE ATTENDING A NATIONAL CONVENTION ? 


Just why do you attend a convention? Is it all for pleasure 
and the new contacts you will make? Or do you also con- 
sider the assistance you might render to the Convention 
Assembled in formulating plans and furthering the sus- 
cessful progress of the organization? 

Do you try to analyze the reports as they are given? 
Are you prepared, when the discussion period comes, to 
express your ideas, and to participate in reaching the best 
solution to the problems at hand? 

Are you prone to follow the dictates of a few so called 
influential people, or do you weigh the matter in your 
own mind and follow the course of direction which would 
be most beneficial to the progress of your national pro- 
grams? 

As the meeting progresses take notes on various points 
discussed. Ask to have matters clarified for you. Become 
fully acquainted with your organization’s activities. 

Between the formal sessions circulate and make new 
acquaintances. Pick up bits of information which might be 
helpful to your local chapter, or to you personally. 

And when you get back home—give your chapter a full 
and complete report of the convention. Finish your job! 


June, 1948 








‘She Secretary 


The National Secretaries Association 
1005 Grand Avenue 
Kansas City, Missouri 








Vol. 6 June, 1948 No. 6 











Eddtor 
CLARA B. KRUEGER 


Reporters 
RUTH FAIRMAN, JENNIE BURCH, 
DOROTHY LOHSE, RUTH RUTH 
VIRGINIA GROSECLOSE 
MARGARET DAVIS 


National Officers 
IRENE GADELMAN, President 
706 South Cheyenne, Tulsa, Oklahoma 
KARN MARIE HANSEN, Northwestern Vice-President 
420 Cherokee Avenue, St. Paul, Minnesota 
MRS. MARGARET DEWYR, Northeastern Vice-President 
254 Leroy Avenue, Buffalo, New York 
MRS. VELDA EVANS, Southwestern Vice-President 
532 South Market, Wichita 2, Kansas 
MRS. CONSTANCE KIDD, Southeastern Vice-President 
99 White Fawn Drive, Asheville, North Carolina 
PHAMA A. MARTIN, Secretary 
919 East 10th Street, Anderson, Indiana 
MRS. DOROTHY HENDERSON, Treasurer 
711 Waltower Building, Kansas City, Missouri 





CLARA B. KRUEGER, National Executive Secretary 
1005 Grand Avenue, Kansas City, Missouri 
MINNETTE WOOLDRIDGE, National Historian 
$708 Wyandotte, Kansas City, Missouri 
FRANCES THOMPSON, National Parliamentarian 
P. O. Box 292, Sand Springs, Oklahoma 








Contents 


Page 

Boox Revirw 2 
Frac Day 2 
Nation AL Convention Time Is Near 3 
So You’re Atrenpinc A NaTIoNAL Convention? 3 
Lerrer Cirnic a i i ae a 
““CaLirorNIA Awaits You!” 5 
We WeELcomMe New Cuaprters 5 
Picture Parape eh ee 6 
PARLIAMENTARY Law 7 
Let Firrren Miiion Darropits Text tHe Story 7 
Your PeErsonatity oP ie <e nok. feereho apps 8 
Secretary oF THE MonTH . 9 
_— 1cHts From History or THE Secretary 10 
P. S. Procress g Sar 98 Ciée eg ae 11 
poe 2 11 
BETTER Spercn je hy te a es A a Sak > ee 
My Notions ee da ae a ee ee a 
Cuapter HicHicuts a araen ree ye ee 
Do You Bounce? < Saye ee So os or eo ae 
“Littre Actr’’—Broxen! 1? gee B34 ee 
PsaLM For A SECRETARY 15 
Vacation GREETING ne! ath co be be ale ae 
NSA Vacation Resorts Ve ae ae ee a 
NSA _ Cuaprers : Be Be. ae, oe we Os 








THE SECRETARY, official publication of National Secre- 
taries’ Association, 1005 Grand Avenue, Kansas City, 
Missouri. Published monthly. Subscription price $1.00 per 
year. Printed in Kansas City, Missouri. 

Application for entry as second-class matter is pending. 


























THE 





by ALINE E. HOWER 


PRUNE DOWN THE VERBIAGE 
Long-winded—that’s what we modern letters writers are! 
They wasted fewer words in grandfather's day, at least 

in business letters! 

The museum which houses a number of Buffalo Bill's 
effects, has on display a letter to him dated at Chicago, 
November 24, 1890. It was written in pen and ink: 
“Colonel Cody, you are hereby authorized to secure the 
person of Sitting Bull and deliver him to the nearest 
company officer of U. S. troops.” 

Just 25 words! How long would a letter of like im- 
portance be today? 

Some letter writers report cutting the length of their 
letters by grandfather's simple method. They write them 
out in longhand before having them typed. 

With a little conscious effort, we can discipline our- 
selves to dictate letters as concise as any we would pen. We 
can easily avoid the machine-age expressions that add an 
unbecoming 5 per cent to 25 per cent to our letters. 

Traffic letters are often very wordy, but the openings 
especially challenge one in attempting to cut them. Never- 
theless, with a little study, they can be condensed. 

In the following opening from a traffic letter, the words 
in italics can be omitted: 

In the matter of car WXVI-6257 consigned to Burns & 
Company, St. Louis, we are advised by the Wabash Rail- 
road Claim Department that the impact record which was 
in this car has been sent on to you. 

Here is the same paragraph revised, 26 per cent shorter: 

The Wabash Railroad Claim Department writes that 
the impact record which was in car WXVI-6257, consigned 
to Burns & Company, St. Louis, has been sent to you. 

Credit and collection letters are usually concise. Even 
they can be cut. With a slight revision, the words in italics 
in the following letter can be omitted: 

We have your letter of the 8th wnder the file shown 
covering balance due bill No. 891 in the amount of $34.68 
at the present time. 

. We find in checking this balance due that you are in 
order and this will be your authority to include chis amount 
with your next check to the bank. 

The opening of that letter could then be worded as 
follows: “Thank you for your letter of the 8th about 
balance due bill No. 891 of $34.68,” a cut of 40 per cent. 
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Still another example is a letter written by a sales depart- 
ment as follows: 

I want to take this opportunity to thank you for the 
courteous reception you gave me while in your store Satur- 
day. And as a further reminder that 1 am expecting to see 
you here in the store tomorrow the 19th. 

You will be convinced when you come to the house, 
that this sale is just what the word implies, in every sense 
of the word. I expect to see you here sometime tomorrow. 

With a slight revision, that letter could read: “Thank 
you for the courteous reception you gave me Saturday. 
Don’t forget that I’m expecting to see you here tomorrow, 
the 19th. You will be convinced when you come that this 
sale really includes splendid bargains. I shall expect you 
here sometime tomorrow.” 

That represents a cut of 35 per cent. 

One way to prune the verbiage in letters is to make 
a single word serve where you have been using a phrase; 
for instance: “satisfactorily” in place of “in a satisfactory 
manner.” 

Here is some additional phraseology which you may like 
to watch. Perhaps you have not been using very much of 
it, but there may be a phrase or two that you wish to avoid. 


with best wishes 


Instead of saying: say: 
an actual fact a fact 
another one another 
as to whether or not whether 
at all times always 
both of them both 
can possibly can 
can’t be possible can’t be 
cost the sum of costs 
depreciate in value depreciate 
due to the fact that because 
each and every each 
first of all first 
good benefits benefits 
important essentials essentials 
in the event that if 
intents and purposes intents 
many in number many 
perfectly all right all right 
still continue to continue to 
total effect of all this effect 
under date of on 
until such time as until 


best wishes 


The Secretary 


























“CALIFORNIA AWAITS YOU!” 


by MILDRED MAEHL, Los Angeles, California 


This is the last issue in which an article from this 
particular pen will appear, so I will give you the abso- 
lutely last minute developments on the national convention. 

The prizes are still rolling in for the national winner of 
the “Miss Secretary of 1948” contest. To the previous list 
of Woodstock typewriter, Patricia Stevens modeling course, 
album of Capitol records, and Flo-ball fountain pen, we 
are proud to announce the following prizes: 

1—Electro-Mite Portable Washer contributed by 
Menasco Manufacturing Company of Burbank, California. 
This is an apartment size washing machine that can be 
carried on trips and is ideal for the business girl. 

2.—Royal Chef coffee maker donated by Poulsen & 
Nardon, Inc., of Los Angeles. This is an innovation in 
coffee makers and has just been put on the market. It 
operates on the hydraulic principle and the only time re- 
quired is that to boil the water. 

3.—Round-trip to Catalina’ via “The Mainliner” of 
United Airlines. The donor of this trip prefers to remain 
anonymous, but whoever he may be, he is a friend of NSA. 

4—Week-end with all expenses paid at Apple Valley 
Ranchos, which is the local equivalent of Sun Valley and 
is 96 miles from Los Angeles. 

5.—The member firms of California Apparel Creators 
have generously contributed the following: 

Tailored suit donated by Dannie Gertzman; Handbags 
by Theodore of California, one to match the Dannie 
Gertzman tailored suit, and one to match an afternoon 
outfit; Two pair of “Hollywood Scooters” (wedgies suita- 
ble for office or date wear) have been contributed by 
Vogue Shoe Company; Three pair of nylons by Theme 
Hosiery Company; In the luggage line, a 21-inch ladies 
wardrobe has been contributed by Haliburton. 





There will be other exciting prizes but Ole Man Dead- 
line looms before the confirmations are in. 

There’s just one thing that must be mentioned in re- 
gard to the contributions of wearing apparel—the entrants 
in the “Miss Secretary” contest must be prepared to sign 
a release form to enable the manufacturers to take pub- 
licity photographs for use in their advertising if they 
should so decide. For instance, if you had any objection 
to having your tootsies appear in Charm magazine in a 
pair of “Hollywood Scooters” by Vogue, to illustrate their 
motto “Scooters are Cuter,” we would want to know it at 
the time of registration. . 

You have doubtless been advised the basis of judging 
(beauty, personality, poise and general appearance )—and 
the requirements (must have been a member of NSA and 
in good standing prior to December 31, 1947, and to 
wear a business suit, but no hat, in the contest) but this 
is a final reminder. 


GOOD LUCK TO YOU ALL! SEE YOU JUNE 24TH! 








DEL RIO, TEXAS: Installed April 7, 1948, by registrar 
Claudia Smith. Officers: Miss Lucille Mills, president; Mrs. 
Gladys Hinkle, vice-president; Mrs. Ethel Preston, corres- 
ponding secretary; Mrs. Dorothy Nationa, recording secre- 
tary; Mrs. Bobby Ervin, treasurer. 


HIGH POINT, NORTH CAROLINIA: Installed April 
9, 1948, by registrars Jessie V. Gilliam and Grace M. 
Whitesel. Officers: Miss Laura V. Whitlark, president; 
Mrs. Kathryn A. Leach, vice-president; Mrs. Helen Mitchell, 
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corresponding secretary; Miss Sarah Lee Hayworth, re- 
cording secretary; Miss Helen G. Gibson, treasurer. 


UTICA, NEW YORK: Installed April 14, 1948, by 
registrar Hazel Campbell. Officers: Miss Emily Carney, 
president; Miss Margaret Taylor, vice-president; Miss 
Eleanor Louise Englund, corresponding secretary; Miss 
Gladys M. Dickinson, recording secretary; Miss Genevieve 
R. Bourgeois, treasurer. 


MEADVILLE, PENNSYLVANIA: Installed April 19, 
1948, by registrar Dorothy MacPhee. Officers: Mrs. Eliza- 
beth Ball, president; Miss Marie Mottillo, vice-president; 
Miss Wilma Judd, corresponding secretary; Miss Marilyn 
Boland, recording secretary; Mrs. Aurela Alexander, treas- 
urer. 

FORT WORTH, TEXAS: Installed April 22, 1948, by 
registrar Cora L. Selzer. Officers: Mrs. R. B. Anderson, 
president; Miss Eloise Bennett, vice-president; Miss Vic- 
torine Burel, corresponding secretary; Mrs. Edith Claer 
Lewis, recording secretary; Miss Mildred Gumfory, treas- 
urer. 

ROME, NEW YORK: Installed April 22, 1948, by 
registrar Alice J. Korsen. Officers: Mrs. Susan G. O'Brien, 
president; Mrs. Ernestine S. Bogan, vice-president; Mrs. 

(Continued on page 14) 
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1—Installation of new officers, Pueblo, Colorado. (I. to r.): Earl Brooks, 
vice-president of Kiwanis Club; Mrs. Dorothy Fesler, vice-president; Nora 
Garshe, corresponding secretary; Betty Cozetta, president; Gertrude Haynes, 
retiring president; Dorothy Tekavich, recording secretary; Inez Wilson, 
treasurer. . 


2—Officers of newly organized High Point, North Carolina chapter. 
Seated: (I. to r.): Sarah Lee Hayworth, recording secretary; Laura Whit- 
lark, president; Kathryn Leach, vice-president; Helen Gibson, treasurer. 
Standing (I. to r.): Grace Whitesel, registrar; O. A. Kirman, guest speaker; 
Hazel Mitchell, corresponding secretary; Jessie Gilliam, registrar. 


3—Omaha, Nebraska bowling ‘eam. Mavis Nicholson, Mary Crawford 
Jeannette Hansen, Jean Croft. (Seated) Corinne Davis. 


4—District meeting, Harrisburg, Pa. Seated (I. to r.): Elizabeth Fields, June 
Day, Reading, Pa.; Leo Luttringer, Ruth Allen, Dave Perry, Harrisburg, Pa. 
Standing (I. to r.): Ann Canning, Harrisburg, Pa., Chairman; Margaret 
Dewyr, N. E. V. P.; Eleanor Hepler, Belle Elliott, Mrs. Dave Perry, Harris- 
burg, Pa. 


5—Officers of newly organized Utica, New York chapter. (I. to r.): 
Gladys Dickinson, recording secretary; Emily Carney, president; Margaret 
Taylor, vice-president; Genevieve Bourgeois, treasurer; Eleanor Englund, 
corresponding secretary. 


6—St. Paul, Minneapolis, Rochester, Winona, Minnesota, and LaCrosse, 
Wisconsin, recent get-to-gether. 


7—First Boss Night dinner, Manhattan, Kansas. 




































































4. Motions in Order When Another Has the Floor— 
After a member has been assigned the floor he cannot be 
interrupted by a member or the chairman except by (a) 
a motion to reconsider; (b) a point of order; (c) an ob- 
jection to the consideration of the question; (d) a call for 
the orders of the day when they are not being conformed 
to; (e) a question of privilege; (f) a request that the 
question be divided when it consists of more than one 
independent resolution on different subjects; or (g) a 
parliamentary inquiry or requests for information that 
requires immediate answer; and these cannot interrupt him 
after he has actually commenced speaking unless the 
urgency is so great as to justify it. The speaker (the 
member assigned the floor) does not lose his right to the 
floor by these interruptions, and the interrupting member 
does not obtain the floor thereby, and after they have been 
attended to, the chair assigns him the floor again. 


5. Motions and Resolutions—A motion is a proposal 
that the assembly take certain action or that it express 
itself as holding certain views. After a member has ob- 
tained the floor, he says, “I move that ” and then states 
the action he proposes to have taken. The presiding officer 
has a right to require any main motion, amendment, or 
instructions to a committee to be in writing. When a 
main motion is of such importance or length as to be in 
writing it is usually written in the form of a resolution, 
that is, beginning with the words, “Resolved, That,” 
etc. and if the words “Resolved, That” -are replaced 
by the words “I move” the resolution would become a 
motion. When the action to be taken is presented in the 
form of a resolution, the member proposing it moves the 
adoption of the resolution. A resolution is always a main 
motion. The reasons for the resolution may be given in a 
preamble to the resolution, beginning with “Whereas,” and 
setting out the reasons. 

As a general rule, no member can make two motions 
at a time except by general consent. But he may combine 
the motion to suspend the rules with the motion for whose 
adoption it was made; and the motion to reconsider a 
resolution may be combined with the proposed amend- 
ments; and a member may offer a resolution and at the 
same time move to make it a special order for a specified 
time. 

6. Seconding Motions—As a general rule (see exceptions 
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below), every motion should be seconded. Where the chair 
is certain the motion meets with general favor, and yet 
members are slow about seconding it, he may proceed 
without waiting for a second. But any one may make a 
point of order that the motion has not been seconded and 
then the chair is obliged to proceed formally and call for a 
second, The better way is for the chair to ask “Is the 
motion seconded?” and when the assembly is large the chair 
should repeat the motion before calling for a second. After 
a motion has been made no other motion is in order until 
the chair has stated the question on the motion or has 
declared, after a reasonable opportunity has been given 
for a second, that the motion has not been seconded, or 
has ruled it out of order. 

A motion is seconded by a member's saying, “I second 
the motion,” which he does without obtaining the floor, 
and, in small assemblies, without rising. 

EXCEPTIONS: The following do not require a second: 

(a) Question of Privilege, to Raise a 

(b) Question of Order 

(c) Objection to the Consideration of a Question 

(d) Call for Orders of the Day 

(e) Call for Division of the Question (under certain 
circumstances ) 

(f) Call for Division of the Assembly (in voting) 

(g) Call up Motion to Reconsider 

(h) Filling Blanks 

(i) Nominations 

(j) Leave to Withdraw a Motion 

(k) Inquiries of Any Kind. 


LET FIFTEEN MILLION DAFFODILS TELL THE STORY 


by IRENE GADELMAN, National President 


You often hear about someone being “Queen” for a 
day—let us think of the Daffodil Chapter, Tacoma, Wash- 
ington, being “Queen” for a week. It takes its name from 
the Daffodil flower which is grown in profusion in Puyal- 
lup Valley. The 15th Annual Daffodil Festival was in full 
swing the first week of April. 

Margaret Srsen, corresponding secretary of the Daffodil 
chapter, tells the story: 


“In western Washington's Puyallup Valley grow America’s 
finest daffodils—15,000,000 blooms for the annual Daffodil 
Festival; 8,000,000 bulbs for floral markets of the nation. 

“Nestled between Puget Sound and Mount Rainier, climate 
and glacial soil of the Valley grow bigger daffodils and grow 
them better. Here, between Tacoma, Sumner and Puyallup, 
grow nearly a fourth of the nation’s narcissi, and the festival 
in late March or early April honors the flowers and extends 
from sea to ski level. 

“The Daffodil Festival is a week-long event, with thousands 
of visitors to the daffodil fields. A queen and two princesses 
are chosen, one ‘high school girl from each town, to reign 
over the festivities. This year the queen was Miss Doreen 
Moody of Sumner, and the princesses were Miss Jerene Fly, 
Puyallup, and Miss Joy Lundgren, Tacoma. 

“The Festival is climaxed by a parade which starts in 
Tacoma and then proceeds to Sumner and Puyallup. With 
more than 100 daffodil bedecked units entered in the eo 
which will stretch for two miles in length, each annual affair 
promises to surpass all efforts of previous years. More than 
one million daffodils are entered in the parade—one-half mil- 
lion alone on Tacoma-sponsored floats. 

“One of the highlights of the parade this year was the ap- 
pearance of Tacoma’s own Mrs.. Gretchen Kunigk Fraser, 
America’s Olympic Ski Champion.” 


And that isn’t quite all the story. Miss Gerry Stevens 
of the Daffodil Chapter sent me a box of these beautiful 
flowers, fresh from the spacious fields of this great Puyallup 
Valley (see cover page). Mount Rainier in the background, 
tells you better than mere words, something of the beauty 
expressed in this Daffodil story. 

Our thanks to Gerry and the Daffodil chapter for letting 
the members of NSA know the Daffodil story. 














MENTAL 


ALERTNESS 


by H. ROBINSON SHIPHERD, PH. D., LITT. D. 





Are you, as the Scotch say, “Quick on the uptake?” on 
your toes? responsive? I don’t mean given to “snappy come- 
backs”—that sort of thing gets unpleasant, as a kind of 
showoff. I do mean an alert, observing keenness that is 
sensitive to others around you, in a helpful, useful spirit— 
so that your associates get to feeling that you are “all there.” 
They like to have you in their discussion groups, because 
you are so interested and alive that you always contribute 
something helpful. When you are working, your attention 
is of course concentrated on your work. But when you are 
in conference, you are quick to sense the meanings of what 
is being said; quick to see the ramifications and the results 
of the action proposed; quick to distinguish between the 
central issues and the marginal—essential and non-essential, 
important and unimportant. 


This mental alertness, of course, is closely tied in with 
at least two other important qualities: Imagination, and 
Judgment. Yet it is a unique, different trait, that doubles 
the value of imagination and judgment, because it brings 
those to bear swiftly—and at the moment when they are 
most needed. You have probably realized afterward what 
you should have said or done in some swift-moving situa- 
tion; but at the time you just weren't “all there.” Afterward 
it was too late; your helpful imagination and wise judgment 
were of no use because they didn’t get on the job in time. 


Ours is a fast-moving world; and the race does not go 
to the swift. Our competitors are out to “beat us to the 
punch”; and even though they are inferior, and we know 
we are much better, yet if they are on the spot and we 
aren't, they'll go home with the bacon. It isn’t enough for 
us to be good; we've also got to be “quick about it.” If 
the conference breaks up before we can offer our good 
suggestions, it’s just too bad—for us and all our associates. 


The mental alertness comes from another pair of quali- 
ties that we are concerned to develop: Health Habits, and 
Adaptability. The first is a physical cause; the second is a 
mental and temperamental cause. If you are taking good 
care of your body, and getting the sleep you need, and using 
het and cold baths for refreshment and stimulation, and 
getting the right exercise and the right food, your mental 
machinery will be running smoothly and efficiently—you 
will be “on the job” and “all there.” And if you are nimbly 
adaptable, mentally hospitable, you will lose no time 
adjusting yourself to the new turns the discussion takes: 
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you are mentally a good broken-field runner, and can side- 
step, change pace, fend off would-be tacklers, and go down 
the field to your goal without losing a stride. 


Such a winning performance requires, too, keen obser- 
vation. That, you see, is the meaning of adaptability. You 
avoid obstacles because you see them in time. No man ever 
becomes a good broken-field runner if he puts his head 
down and expects everybody to get out of his way. The 
whole opposing team are determined to stop him. Our 
Americans Indians could get around unbelievably, and then 
find their way back, because they had developed an un- 
canny, unfailing power of observation. They noticed every- 
thing, and remembered all they saw. “Heads up,” keen-eyed, 
resourceful, responsive alertness is what every one of us 
20th Century Americans must have to reach his goal. 


1. Your Word-Hunt for Treasure. Make your own daily 
additions to this starting-list of words that suggest mental 
alertness: 


keen-minded 
quick-thinking 


resourceful, resourcefulness 
responsive, responsiveness 





daptable, adaptability quick-acting 
adjustable, adjustability clear-eyed 
observant keen-eyed 
adept prompt 
expert, expertness spry 
watchful, watchfulness nimble 


vigilant, vigilance 


2. Read Victor Heiser’s An American Doctor's Odyssey. 
Here is a fascinating, classic story of mental alertness, 
adaptability, and resourcefulness that you cannot afford to 
miss knowing. It will be well worth adding to your per- 
manent library. 


3. Your Letters. Letter-writing is relatively slow—gives 
you more time to think than the swift give-and-take of talk. 
To help yourself develop this trait of mental alertness in 
your correspondence, therefore, make a business of writing 
to your friends all you can learn about such people, and 
their mental alertness that you would like to make your 
own. , 

There is nothing so elastic as the human mind. Like 
imprisoned steam, the more it is pressed the more it rises 
to resist the pressure. The more we are obliged to do the 
more we are able to accomplish—Tryon Edwards. 


The Secretary 
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Gladys was born in Texas and reared in the West—Texas, 
Arizona, California and Oregon. This much traveled lady 
acquired her formal education from schools throughout 
these states—never living in one place more than 314 
years. Her constant moving about and her parents’ financial 
status didn’t include such things as a college education, 
which was the one thing she most yearned for; but this 
did not stop Gladys. She studied always to improve her 
knowledge and her career proves her success. 

Marriage took her to New Orleans, Louisiana, where 
she and her husband lived for a few months before going 
to Tela, Spanish Honduras. There she watched revolutions 
fought on the average of once a month, and rode alone 
(to the consternation of the entire port) through the jungle 
country on horseback. After three years in Spanish Hon- 
duras, they moved to Costa Rica, where she grew up emo- 
tionally and learned to live the life of a lady of leisure. 
Within another three years her husband was again trans- 
ferred—this time to the East Coast of Panama. By this 
time Gladys had two daughters and their education was 
fast becoming a problem, so she and her daughters moved 
back to the States—where she went to work for Senator 
Henry E. Carter of Los Angeles, and became a most effi- 
cient and outstanding legal secretary. 

Gladys’ career has carried her into many types of busi- 
ness—manufacturing, insurance, shipping, real estate and 
finally into public relations. The latter proved to be her 
final choice. In 1944 she left her position as executive 
secretary for Moore Business Forms and went to visit Dr. 
Rex Harlow in San Francisco, an outstanding teacher and 
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author on the subject of public relations in this country. 
Dr. Harlow was so impressed with Gladys that he offered 
her a position in his office as executive secretary, and 
taught her the profession with actual contact work. 

Early in 1945 her husband was transferred to Stockton 
—so Gladys tagged along. She had hoped to continue her 
public relations work here but found that this city had not 
grown to the proportions of women in that field. Grop- 
ing around for fields to conquer, and feeling still that 
secretarial work could be put on a highly professional 
basis if enough determination and interest was displayed, 
Gladys opened the Business Service Bureau. She started 
from scratch, but within a period of two years made it 
the most outstanding business of its kind in the Valley. 
Her motto was SERVICE, and she was soon recognized 
and accepted as a most efficient professional woman. Yes, 
in two short years Gladys was known and admired by 
every business man in Stockton, for they knew that she 
knew what they needed, and that she would give them 
fine service. She proved that good public relations pay off 
for women as well as men, regardless of the fact that she 
had been told that the field was still mostly for men. 
Gladys says, “I sold the business, which I started with abso- 
lutely no capital, for a fine profit.” 

She uses that same good public relations in her work 
with National Secretaries, and she believes it will continue 
to pay off for all secretaries and all chapters. 

Gladys has since returned to her first love—LAW—and 
is now employed in the offices of Honey & Mayall in 
Stockton. 








HIGHLIGHTS FROM HISTORY OF THE SECRETARY 


By Howard M. Doutt, Author of Secretarial Science 


RICHARD D. IRWIN, INC., Chieage, Illinois 


MODERN SHORTHAND 


Modern shorthand dates from 1588 when Dr. Timothy 
Bright published his Characterie, an art of short, swift, 
and secret writing by character. Dr. Bright’s work is of 
little significance on its own account; he served as a 
connecting link. He was inspired by learning of Roman 
shorthand through reading Plutarch; in turn, his attempt 
inspired others to try to do better. Queen Elizabeth, to 
whom Bright’s system was dedicated, granted him an 
exclusive patent for fifteen years. 


Bright’s system was neither alphabetic nor phonetic, 
but purely arbitrary, being more a method of secret 
writing than a system of shorthand. Fourteen years later, 
in 1602, John Wills published the first alphabetic system; 
and although it was crude, he established the fundamental 
pattern which was to govern the development of short- 
hand for the following three centuries. Later authors im- 
proved greatly on the method of representing and joining 
the letters, added numerous arbitrary signs, and made short- 
hand practical. 


During the seventeenth century the use of shorthand 
spread over England and extended into France. System 
after system was invented, each with its enthusiastic ad- 
herents. The users were predominantly clergymen and 
writers who found the labor of writing sermons and books 
greatly eased through a mastery of the art. Some reporting 
was done as well. Many systems were devised for the pur- 
pose of secrecy, and numerous diaries were kept in short- 
hand. The well-known diary of Samuel Pepys, written in 
shorthand, belongs to this period. 


In the eighteenth century we find, among others, John 
Wesley, the noted preacher and founder of the Methodist 
Church, a user of shorthand throughout his adult life. 
He kept a shorthand diary for more than fifty years. 


The eighteenth century is primarily noteworthy, how- 
ever, for the advent of the Guerneys. It was not what they 
did to shorthand that counted most; it was what they did 
with it. Thomas Guerney learned one of the best systems 
of the time and through practice modified it considerably, 
chiefly through eliminating many of the theological sym- 
bols and developing new ones for court terms; also by drop- 
ping arbitrary ideological signs such as a wavy line for 
snake. 


In the middle of the century (1748) he was appointed 
Official Shorthand Writer for Old Bailey’s Criminal Court, 
the first official court reporter known. The success of 
himself and his descendants was such that in another half- 
century (1813) his grandson was made Official Short- 
hand Writer for both houses of Parliament and was di- 
rected to arrange for competent reporters, a position to 
which his descendants in turn succeeded. The exactness 
of the system is such that present users of it are said to 
read with facility notes written almost two centuries ago. 
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Competing with Guerney’s were numerous other sys- 
tems, some of which refined still further the alphabetic 
principle .on which they were all based. It was not until 
1837, however, that a basically phonetic system was suc- 
cessfully introduced. In that year Isaac Pitman published 
his Stenographic Sound Hand and revolutionized shorthand 
by provicing symbols to represent sounds instead of letters. 
Later editions added refinements; and numerous other 
phonetic systems followed, many of which were merely 
modifications of Pitman’s. 


The next fundamental change was made by John Robert 
Gregg, who first published his system in Liverpool, Eng- 
land, in 1888, under the title Light Line Phonography. 
Gregg abandoned the geometric principle of Pitman, under 
which the consonant sounds were derived from the cir- 
cumference and radii of a circle and substituted easy-flow- 
ing motions based on movements of the hand in longhand 
writing. He also discontinued the principles of shading 
and position writing. The relative merits of Gregg and 
Pitman are still disputed. Gregg writers claim greater ease 
of learning and facility in using, while Pitman writers 
claim greater exactness and therefore legilibity. Moreover, 
other new systems continue to appear. 


In the past half-century machine shorthand has made an 
appearance, through a variety of small dictating machines. 
These operate somewhat like silent typewriters, except 
that they contain only a few keys and more than one of 
these may be depressed at the same time. By means of a 
code, syllables, words, or phrases are written at each 
depression. Since the notes of each operator ARE ALIKE, 
THEY MAY BE READ BY ANYONE WHO KNOWS 
THE SYSTEM. In actual reporting practice this possi- 
bility is often utilized by having different reporters and 
transcribers. In a sense, machine shorthand seems to bring 
the science around the spiral of evolution to a point directly 
above the period of Tiro, when Roman NOTARRI did the 
reporting and LIBRARII did the transcribing in a system 
so exact that notes two thousand years old are understood 
today. 





NOTICE 


The July and August issues of THE 
SECRETARY will be combined. This will 
enable us to give you a first-hand report 
of the 1948 National Convention, and ‘in- 


troduce to you your new officers. 











The Secretary 
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(.P.S. PROGRESS. 


S by LUCILE HUMMEL, University of Tulsa, Oklahoma 


MEMBERS OF THE NATIONAL SECRETARIES ASSOCIATION: 

It is with a great deal of pleasure that I report to you 
the progress being made in the research for the study 
“An Investigation to Determine a Program of Organiza- 
tion, Administration, and Supervision for the Professional 
Certification of Secretaries.” 

The first step—collection of data showing the history 
and development of certification programs by other organ- 
izations—is almost completed and a full report of that in- 
formation will be presented to you at the National Con- 
vention in June. From this information, you will be able 
to select the good and discard the bad in making your 
final decisions and plans for our program. Much of the 
‘trial and error’ method which causes severe growing pains 
in the development of any program of this nature can be 
eliminated by careful study of the history of these other 
certification programs. 

You will be interested to know that I am meeting with 
enthusiastic cooperation from members of our own organ- 
ization and from business men. Mr. Oakah L. Jones, 
formerly national president of The National Office Man- 
agement Association, is vitally interested in our idea and 
he feels that employers will be with us 100 per cent once 
we present our final program. In fact, he is so sure that 
CPS is a step forward that he presented the idea to the 
National Board of Directors of NOMA and received their 
wholehearted support. He came back from that meeting, 
made his report to the local NOMA chapter, and im- 
mediately a committee of outstanding businessmen was 
appointed to assist me in the study. I met with that com- 
mittee recently and have been assured that I may call on 
all the members for help. Yes, we are moving along in the 
right direction. 

And now, may I express to the entire membership of 
NSA and to Dean Frank T. Stockton my appreciation 
for the confidence you have placed in me to carry on this 
study. I assure you that I shall do my utmost to make a 
careful investigation so that our program of certification 
may be based on a sound foundation. 


LATRODIS M$ 


FOR CUSTOMERS 





You can’t expect favors from a salesperson you make 
dislike you. 


If you want more courtesy from salespeople, thank them 
for even small favors. Smile to them before you talk. 


Sure—sellers show favoritism. The agreeable cus- 
tomers get it. 


Someone has to pay for price concessions and extra 
services—often it’s the person who gets them. 


Friendly customers get the best service. 


The salesperson may know the merchandise better than 
you do—ask him to help you select it. 


How can they help you unless you talk?—Dr. Donald A. 
Laird, author of “The Technique of Handling People.” 
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FLEXIBLE 
MANIFOLD 
FORMS 


Help Eliminate 
Paying Time 
and a Half! 
Save Many 
Office Forms. 





CARBOFAST Forms can be made any size or any shape— 
with as many originals or carbons as desired. These are 
multiple forms already assembled for the machine—easy to 
dissemble in just one motion. Related forms can be combined 
into one set for one complete recording. 





These CARBOFAST 
type Manifold Forms 
save 60% in time and 
money. After years of 
testing under all con- 
ditions, CARBOFAST 
proved superior—work 
was done neater — 
faster — with less fa- 
tigue — helped keep 
work schedules right 
on time. 


MADE TO FIT 
YOUR NEEDS 


At your request, our trained representative will give a 
personalized analysis of your office, and recommend the 
proper CARBOFAST Forms to fit your needs on an economical 


basis. 


Any Kind or Weight of Paper Can be Combined 
Letterpress or Lithographed Sheet May be 
Combined in One Carbofast Set 


The 
Schooley 
PRINTING AND STATIONERY CO. 


1434-36 Walnut Street 
KANSAS CITY 6, MISSOURI 











Many idioms drawn from the English Bible are so 








Ps 2 SRS firmly embedded in our language that we are surprised, 
> : very often, to learn of their origin: é & 
safe and sound unharmed 
fear and trembling alarm 
\ a drop in a bucket hing infini 1 
the eleventh hour the latest possible time 
4 N wash one’s hands of refuse to be responsible for 
\ spare the rod refrain from punishment 
\ a wolf in sheep's clothing a wicked person in the guise of 


6 S \ a friend 





\ Here are some effective miscellaneous idioms: 


\ a norse of another color something quite different 
} let a person down fail to help or support 
l D l @) Ms S$ } mind one’s P’s and Q's be careful 
i the worse for wear worn out 
i without batting an eyelash without the slightest effort 


Following is a list of not only familiar, but very im- 
portant idioms: 


p at arm’s length at a distance 
¢ in the arms of Morpheus sound asleep 
ff j call one’s bluff challenge one’s pretense or threat 
Le ; call names speak abusively 
\ oe / eat one’s words retract what one has said 
. . / eat out of one’s hands meekly accept the opinion of 
4 another 
X f get hold of master; learn 
get it through your head understand it 
from band to mouth precariously; from day to day 
/ upper band advantage 
hold a candle to qualify 
hold out on someone deceive 
look a gift horse in the mouth criticize a gift 
look down one’s nose look at arrogantly or disdainfully 
make a clean breast of confess fully 
make my peace with reconcile myself with 
put me in my place take me from a higher to a lower 


An idiom is an expression the meaning of which is ne 

. - ; ey position 
different from the meaning of the words of which it is put my cards on the table explain everything 
composed. The expression “to do it up brown,” for example, 
is an idiom which does not mean “to paint something the 
color brown”; it means “to perform a task with thorough- 
ness.” Idioms are often the most colorful and picturesque 
expressions in a language. We use some idioms instinc- 
tively and unconsciously, but there are a great many others 
which are well worth knowing. In order to master new 
idioms we must memorize them, as they do not follow 
any standard rules. 


Here are five common idioms: 
make a scene create a disturbance M ) NO | | () \ ¢ 


Whenever you hear or read an idiom that strikes you 
as either particularly appropriate or interesting in itself, 
make a note of it. As your list grows, group the idioms 
in categories according to the subject or meaning. Your e i 
list will undoubtedly include several idioms built around 
the words: eye, foot, give, have, pull, put, run, see, take, 
talk, think, throw, turn. 





—— 


a month of Sundays a long time ‘ ne ” 
down in the mouth dejected I had the honor of telling my “High Adventure” story 
ac i a ae ica a ath endive to The Secretaries Club the other night at their dinner at 


a . rae ; the Robert E. Lee. A fine bunch of girls, believe me. In- 
Many idioms have had curious histories. Some strike us telligent looking, and what is more, plenty of intelligence 
as antiques that have somehow or other managed to sur- to back up the looks 
vive, and, as survivals, these often have an historical interest. ; 
Others are as pungent and lively today as they were when 
they were first used. And because slang makes constant, 
though sometimes irreverent, use of the varied resources 
of the language, new idioms are always clamoring for 
acceptance. 


Half the business men of Winston-Salem would be 
complete failures without these fine secretaries. It is 
amazing the detail they carry in their heads. They can put 
their hands on any important paper or document, they can 
remember dates and things that would bust the boss’s head 
wide open if he attempted to cram them in his head. | 
Idioms drawn from outdoor and indoor sports: The same day I addressed the Rotary Club in High Point. 
And as I looked into the faces of about a hundred of High 


toe the mark on according to a rule or standard bo ) 
keep the ball rolling eep conversation or action going ine’ ; . is 

my iny oF Pom my ty. —. phe anes in pon Ot fens, tes ping oye in 

to owled over to be knocked down a 1 r 

stand pat oppose change of any kind : : 7 . 

Sau asin fe have an interest in that neat and systematic little secretary in the office you 

the jig is up the time for reckoning has come would be helpless as a whale that has been washed ashore, 


and in a very few days your business would be stinking.” 


Idioms from the Law: : ; 
Blessed is the businessman who has a capable secretary. 


, i ee ee ee 


hold a brief for advocate or defend 





scot free _ safe obj cit —Courtesy of the Winston-Salem, 
a moot point ° a oe North Carolina, chapter. 
Idioms from the Bible: Ed. Note: Mr. Clary is 70 years of age, a retired missionary, j 
— be fi find faul and a prominent printer in Winston-Salem. Recently he related to t 
Se aaa a y Bag dice pe ror: this group his experience as a cowboy aboard a ship transporting 
of the earth earthy gross; not spiritual horses to the needy people of Poland the latter part of 1947. 


12 The Secretary j 





CHAPTER I 


/ 


CINCINNATI, OHIO: Rookwood Chapter is now pub- 
lishing its “Rookwood Pattery,” and a mighty fine begin- 
ning ‘tis indeed. But we want to hear more from you. 


NEW CASTLE, PENNSYLVANIA: Though secre- 
taries all, yet very domestic. To be able to work one must 
eat; to be able to eat well one must know how to cook; 
to learn how to cook—do as these girls did. A demon- 
stration on “Cooking by Electricity,’ courtesy of the 
Pennsylvania Power Company's: Home Economists, was 
thoroughly enjoyed by all. Invite us to one of your deli- 
cious home-cooked meals, please. 

COLUMBIA, MISSOURI: Choosing as his subject, “The 
Real People of Mother Goose,” Dr. C. F. Mullett, Professor 
of History at the University of Missouri, gave a delightful 
revelation of the men behind the pens of the Mother Goose 
tales. 

OLYMPIA, WASHINGTON: Evergreen Sketches tells 
us you have started a Dale Carnegie course, which will be 
conducted over a period of six weeks. Let us know of your 
progress. 

PITTSBURGH, PENNSYLVANIA: Miss Mary Dob- 
bins, Assistant Manager of the Pittsburgh Branch of the 
Social Security Board, reviewed the benefits received by 
women and men under the Social Security Act at one of 
their recent meetings. A subject in which we should all 
be interested. 


LITTLE ROCK, ARKANSAS: A new feature page has 
been added to their bulletin; a so-called “get acquainted 
with other members” article. A nice way to learn more 
about sister members. 


LINCOLN, NEBRASKA: Appearing at their recent 
meeting was the Honorable Edward F. Carter, Associate 
Justice of the Supreme Court. His topic, “My Experiences 
and Impressions at Nuremberg.” They also tell us $155.12 
was realized from the sale of the “Easter Bonnet.” 


GRAND RAPIDS, MICHIGAN: These girls are busy 
as bees. First a rummage sale (with nice profits); then an 
outstanding dinner meeting with Mr. Arthur Neil of the 
Bell Telephone Company as guest speaker; and now Boss 
Night Dinner. What next? 

INDEPENDENCE, MISSOURI: A treat was in store 
for these girls at their recent meeting. Miss Sallie Belle 
Rule, local Junior High School teacher, entertained the 
members with chalk drawing and music. What an artist!! 
Incidentally, they installed their new officers the same 
evening. 

RALEIGH, NORTH CAROLINA: Your article on “You 
Are a Voter” should be read by everyone. Good, sound 
reasoning. 


SALT LAKE CITY, UTAH: Sponsoring a Hobby Night 
June, 1948 
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HOHLIGATS 


revealed many talents among these members. How do 
you girls find time to do all these things? 


KANSAS CITY, MISSOURI: Rainbow chapter's “Pot 
o’ Gold” featured “Hustle-Bustle Days” this last month. 
Very clever! 

AURORA, ILLINOIS: “What is FM?” Mr. Bob Diller, 
program director of station WBNU-FM gave a very inter- 
esting program on this subject at one of their recent 
meetings. 

CORPUS CHRISTI, TEXAS: What’s new in cosmetics? 
Mrs. J. C. Murray and Mrs. Katie Dean, of Luzier’s, Inc., 
demonstrated with “live” models the correct application 
and employment of cosmetics for work, afternoon and eve- 
ning. The new “pinks” were and are much in order. 


DURHAM, NORTH CAROLINA: Congratulations on 
your first edition of “Tar Heel-Prints.” Very nicely done! 


PEORIA, ILLINOIS: Spring showers bring Summer 
flowers! So that these girls will be able to best display the 
flowers plucked from their own gardens, they invited 
Mr. Leo J. Walsh to speak to them on “Artistic Flower 
Arrangements.” We'll be looking for those pretty bouquets. 

SACRAMENTO, CALIFORNIA: “Capa Cal” chapter 
came up with a most interesting bulletin this last time. We 
enjoyed it from cover to cover, especially the jokes. 


PUEBLO, COLORADO: Happy Birthday on your 
third Anniversary! We'd like to hear more from you. 

SAGINAW, MICHIGAN: We just couldn’t help but 
comment on “Yours for a Happy Holiday” article. Are 
any of your members planning on vacationing at one of 
our NSA resorts? 

LORAIN, OHIO: Presents its first informal bulletin. 
We'll be watching for your regular edition. 

PHOENIX, ARIZONA: “Them’s Fightin’ Words, Pard- 
ner!” is very cute. But whose side are we on? 

MINNEAPOLIS, MINNESOTA: Tell us the outcome of 
your “Spring Dance.” Bet you had a full evening of enter- 
tainment and a wonderful time. 

WICHITA, KANSAS: Your editor certainly does a fine 
job on the “Pow-Wow.” By the way, who wrote “Collect 
Yourself”? Very good. 

LANCASTER, PENNSYLVANIA: “Conestoga Wag- 
on” gets better each month. It’s an up-and-coming bulletin. 

LEWISTOWN, IDAHO: “The White Pine Chapter” 
has chosen as its bulletin name, “Canyon Echoes.” 

KANSAS CITY, MISSOURI: (Westport chapter) Any 
one wondering how to get to California for the Conven- 
tion? Secure a copy of the April issue of “The Wagon 
Wheel.” Its cover contains all methods of transportation. 

(Continued on following page) 
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CHAPTER HIGHLIGHTS 


(Continued from page 13) 


EVANSVILLE, INDIANA: No truer words were ever 
spoken. Read their article on “People Are Punctuation 
Marks!” 

DENVER, COLORADO: (Columbine chapter) We 
just didn’t know where to begin reading your “Columbine 
Trail.” You're showing the “Evergreen Bark” some real 
competition! 

HASTINGS, NEBRASKA: The Hub chapter presents 
the first edition of its bulletin, “The Hubbub,” and intend 
featuring a series of guest editorials by noted people. A 
very nice beginning. 

ST. LOUIS, MISSOURI: Mighty glad to learn that “The 
Salute” is again being published. We'll be looking forward 
to receiving your future issues. 


SAN FRANCISCO, CALIFORNIA: Golden Gate chap- 
ter’s bulletin has a “new look.” The cover of “The Cable 
Car” was drawn by none other than member artist, Margaret 
Hult. 

SIOUX CITY, IOWA: They tell us that fans will be 
a major item in every lady’s summer wardrobe. An article 
in their April bulletin, “The Language of Fans,” outlines 
the proper usage of this exciting accessory! 


COLUMBUS, OHIO: Another outstanding guest speaker 
at their recent meeting was Dr. Tom Haber of the English 
Department of Ohio State University. His subject, “Basic 
English in America.” 


NEW CHAPTERS WE WELCOME 


(Continued from page 5) 


Mary W. Swanson, corresponding secretary; Miss Marie A. 
Kelleher, recording secretary; Miss Ruth L. Grogan, treas- 
urer. 


LAREDO, TEXAS: Installed April 28, 1948, by registrar 
Claudia Smith. Officers: Mrs. Edith Reuthinger, president; 
Mrs. Ada J. Jones, vice-president; Mrs. Melida Coleman, 
corresponding secretary; Miss Bertha Lozano, recording 
secretary; Miss Ruth Miller, treasurer. 


DO YOU BOUNCE? 


Take two coins that are exactly alike. One is genuine 
and the other is counterfeit. How can you tell them apart? 
The secret service men tell us the coin that doesn’t bounce 
is counterfeit. The coin that bounces is the real thing. 

Life tests men in the same way—by their bounce! The 
men who don’t possess real worth quit. The men of value 
bounce. Lincoln was defeated many times, yet he always 
bounced back and finally occupied the White House. 

In the Hall of Accomplishment, you'll find inscribed 
the names of men who bounced. The counterfeit coin looks 
like the genuine, but it isn’t—it won’t bounce. A man 
may look like a winner, but the way he actually lives is 
the test that counts. Meeting hard knocks, defeats, and set- 
backs of like with bounce, is the supreme test of character 
and worth. 














Distinctly Different hhc 


the front cover. And the cost is low... 


Minimum Order — 2500 books .. 


to order your supply promptly . . 
is low . 


@ Sell your chapter's NSA matches to members for 
distribution at their offices. 
© Sell your matches by the case to office building cigar 
stands. They need matches to give with tobacco pur- 
chases. Will gladly pay about $5.00 a case for yours 

. and then they'll pass the NSA word around by put- 
ting your NSA matches into the hands of thousands of 
smokers. 
®@ See that local executives, personnel managers, office 
managers, are always liberally supplied with your NSA 
matches. Keep your advertising matches on their desk, 
and in their hands and pockets .. . it will pay you well. 
® Keep your NSA matches near every ashtray at your 
club rooms . .. in “help yourself’ bowls, too. | 
@ Distribute NSA matches freely, at Boss Night dinners, 
Guest Night dinners. and similar occasions. Remember, 
the more you distribute — either free or at cost — the | 
greater your results! 














NSA matches are printed on super-deluxe ruby-red stock, with the NSA 
message and your chapter name (or your own name) in gold. Even 
the “texture” is different — attracts more attention to your message on 


A CARTON OF 50 BOOKS 
- $14.50 


ACT WOW! Our supplier has so many orders for advertising 
matches that he can’t promise better than 45-day delivery. So it’s best 
. in fact, RIGHT NOW! 


. . the results amazing — so don’t delay! 


Only 29 


The cost 





Fill Out This Coupon — Mail Today! 


NATIONAL SECRETARIES ASSOCIATION 
1005 GRAND AVENUE 
KANSAS CITY, MISSOURI 
Please send us 

Matches at $14.50 a case of 2500 books. 


cases of NSA Super-Deluxe Book 
We enclose check 











ft Se 
Four cases or more, same imprint, freight paid. 
1, 2 or 3 cases, f.0.b. Universal Match Corporation, 
St. Louis, Missouri. 
IMPRINT OUR MATCHES AS FOLLOWS: 
hts biti Shadcncnteasveniniienbs Signed 




















The Secretary 

















“LITTLE ACT’— BROKEN! 


Seemingly no item in 1947 provoked as many chuckles as 
the story about a very brief call on a woman in the suburbs 
of Philadelphia. The matron answered the doorbell to find 
a girl of five and her younger brother, relatively new at 
walking. 

The little girl wore an old formal of her mother’s and 
a grownup hat. Her brother was wearing one of his father’s 
hats which wobbled on his head; an older boy's coat and 
trousers, turned up several times. 


“I am Mrs. Smith,” said the little girl very formally, 
“and this is my husband, Mr. Smith. We have come to call.” 


It was obvious that this visit was to be conducted on 
the highest adult plane. The woman played along with the 
little act and invited “Mr. and Mrs. Smith” in “for tea.” 
Then she went to the kitchen for cookies and milk. When 
she returned, the callers were going sedately down her 
front steps. “Must you go?” she asked. “I hoped you and 
your husband could stay for tea.” 

The little girl gave her a smile as brightly artificial as 
anything even seen in a reception line. “We can’t, thank 
you,” said she pleasantly. “Mr. Smith just wet his pants.” 





VACATION GREETINGS 


With this issue we bid you goodbye until 
our Mid-Summer edition. A jolly vacation 
and pleasant summer to all of you. 


—The Editor. 
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June, 1948 


PSALM FOR A SECRETARY 


Consider the secretary, my daughter. 

She telleth not, neither does she boast; yet Houidini with 
all his subtlety is not more versatile than one of these. 

Behold, she is all things to all men, in the office. 

She is the shield that standeth between them and the world, 
and the mouthpiece that frameth their alibis. 

She is the repository of their secret trouble and the oracle 
which guideth them in their love affairs. 

She is the comfort in their moments of sorrow and the 
sunshine which brighteneth the office. 

She findeth the lost letters, where the boss hath laid them, 
and taketh the blame therefor without murmuring. 
She hearkeneth to the manager's pet story, each morning, 

and laugheth with unfailing heartiness. 

She is “convulsed” at the boss’s jokes and deaf to all his 
swearings. 

She ignoreth the office boy’s impertinence, and bindeth up 
his wounded fingers with her own handkerchief. 

She beareth with the chief clerk’s grouches and answereth 
not back at his snappings. 

She answereth the telephone, when the boss’s wife calleth 
up, and fibbeth sweetly, saying “He is Out.” 

She hearkeneth unto the domestic troubles of one and 
all, and giveth them wisdom and advice concerning 
women. 

She selecteth their Christmas presents for their wives and 
telleth them how to make peace after a quarrel. 

She shuddereth not at their pipe smoke and is not wroth 
when they doff their coats on hot days. 

She taketh their dictation and beareth the burden of their 
mistakes without complaining. 

She keepeth her garments neat and alluring and glorifieth 
the office with the polish of her fingernails and the 
brightness of her hair. 

He findeth a good secretary findeth a good thing. 

But he that findeth a perfect secretary findeth a miracle. 

Her price is above rubies, and her discretion is sweeter than 
kisses. 

Surely good luck and gratitude shall follow her all the days 
of her life. 

And she shall some day marry and escape from it! 


a em 


BUSINESS ETIQUETTE 
IS IT GOOD MANNERS? 


Do you count your pennies in public? Or are you ashamed to 
make a virtue of thrift? 

When the waiter in a restaurant hands you a check, do you 
pay without question or do you scrutinize it carefully for the 
correct amount? You work for your money. Consequently, good 
manners permit you to make sure that you do not overpay. 
Nobody will think you stingy. — 

When a salesman shows you something you want but cannot 
afford, do you give some excuse other than the real fact that 
you do not have the money? By telling him the truth, instead 
of four-flushing, he might be able to suggest an acceptable 
substitute. 

When you are invited by your associates to an affair for 
which you cannot pay your share, do you confess your empty 
purse or do you make some false excuse? If they know the 
truth they will admire your frankness, but they can be hurt or 
offended by the suspicion that you do not want to be one of them. 
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NSA VACATION RESORTS 


At these renowned resorts attractive discounts of 10% to 25% 
have been arranged for all secretaries wearing the NSA emblem 
or presenting an NSA membership card. 


LUCKY G J RANCH 
Gypsum, Colorado 
SHERATON PLAZA HOTEL 


THE TOWN HOUSE 
Hot Springs, Arkansas 
LAZY RAY RANCH 


MARSHDALE LODGE 
Evergreen, Colorado 


VILLA D’ESTE HOTEL 


DENTON’S MOUNTAIN INN 
Soquel, California 


SAGAMORE LODGE 


Jemez Springs, New Mexico 
THE TRADING POST 
Allenapark, Colorado 


iami, Flori 
TARRYALL RIVER RANCH 
Manitou Springs, Colorado 
OLD HEARST RANCH 
Pleasanton, California 
HOTEL PILGRIM 
Plymouth, Massachusetts 
NOISY WATER LODGE 
uidoso, New Mexico 
BELLA VISTA 
Bella Vista, Arkansas 
HOTEL DE LAS AMERICAS 
Acapulco, Mexico 


Kalispell, Montana 
THE LODGE 
Cloudcroft, New Mexico 
YARMOUTH TAVERN 
Yarmouthport, Massachusetts 
LOMA LINDA LODGE 
Warren, Arizona 


Beehive, Montana 


CM QUART e. CIRCLE RANCH 


P B LAZY DUDE RANCH 


Sagamore Beach, Massachusetts 
MI CASA 
La Luz, New Mexico 
HOTEL DEL CAMINO 
Laguna Beach, California 
HOTEL VICTORIA 
Taxco, Mexico 


MC CARTHY GUEST RANCH 


Victorville, California 
F K BAR GUEST RANCH 
Wickenburg, Arizona 
LAGONITA LODGE 
Big Bear Lake, California 


Daytona Beach, Florida 
SPRING CREEK RANCH 


Cottonwood, Arizona 
TIMBERLANE RANCH 
East Jewett, New York 
THE GALE HOTEL 
Miami Beach, Florida 
C BAR H GUEST RANCH 
Lucerne Valley, California 
SKY LINE INN 
Mount Pocono, Pennsylvania 
HOTEL CONNEAUT 


Conneaut Lake Park, Pennsylvania 














Easton, Penns’ 
Eau Claire, Wisconsin 
El Centro, California 
Elgin, Illinois 
El Paso, Texas 
Emporia, Kansas 
Enid, Oklahoma 
Erie, Pennsylvania 
Evanston, Illinois 
Evansville, Indiana 
Everett, Washington 
Fargo, North Dakota 
Flint, Michigan 
Fort Dodge, Iowa 
Fort Wayne, Indiana 
Fort Worth, Texas 
Frankfort, Kentucky 
Franklin, Pennsylvania 
Fresno, California 
Ft. Collins, Colorado 
Ft. Smith, Arkansas 
Galesburg, Illinois 
Galveston, Texas 
Gary, Indiana 
Grand Island, Nebraska 
Grand Junction, Colorado 
Grand Rapids, Michigan 
Greeley, Colorado 
Greensboro, North Carolina 
Hagerstown, Maryland 
Hammond, Indiana 
Harrisburg, Pennsylvania 
Hartford, Connecticut 
Hastings, Nebraska 
Hickory, North Carolina 
High Point, North Carolina 
Huntington, West Virginia 
Idaho Falls, Idaho 
Independence, Kansas 
Independence, Missouri 
Indianapolis, Indiana 
Iowa City, Iowa 
ackson, Michigan 
Coeur d’Alene, Idaho Jackson, Mississippi 
Coffeyville, Kansas Jacksonville, Illinois 
Colorado Springs, Colorado Jamestown, ng 3 Seas 
Columbia, Missouri Jefferson City, M 
Columbus, Ohio Johnstown, Sedmepéventa 
Corpus Christi, Texas Kalamazoo, Michigan 
Council Bluffs, lowa Junction City, Kansas 
Cumberland, Maryland Kalispell, Montana 
Dallas, Texas Kankakee, Illinois 
Davenport, Iowa Kansas Ci 
Dayton, Ohio 
Decatur, Illinois 
Del Rio, Texas 
Denver, Colorado 
Des Moines, Iowa 
Detroit. a 
Dodge City, Kansas 
Duluth, Minnesota 
Durham, North Carolina 


da, Oklahoma 
Akron, Ohio 
Albany, New York 
Albuquerque, N. Mexico 
Alexandria, Louisiana 
Allentown, Pennsylvania 
Alton, Illinois 
Altoona, Pennsylvania 
Amarillo, Texas 
Anderson, Indiana 
Ann Arbor, Michigan 
Asheville, North Carolina 
Ashland, Kentucky 
Aurora, Illinois 
Austin, Texas 
Bakersfield, California 
Baltimore, Maryland 
Baton Rouge, Louisiana 
Battle Creek, Michigan 

City, Michigan 

Bellingham, Washington 
Billings, Montana 
Bloomington, Illinois 
Boise, Idaho 
Boston, Massachusetts 
Boulder, Colorado 
Bowling Green, Kentucky 
Buffalo, New York 
Burbank, California 
Butler, Pennsylvania 
Butte, Montana 
Canton, Ohio 
Cape Girardeau, Mo. 
Casper, Wyoming 
Cedar Rapids, Iowa 
Champaign, Illinois 
Chanute, Kansas 
Charleston, West Virginia 
Chicago, Illinois 
Chickasha, Oklahoma 
Chillicothe, Ohio 
Cincinnati, Ohio 
Cleveland, Ohio 





Lansing, Michigan 
Laramie, Wyoming 
Laredo, Texas 

Lawrence, Kansas 


Lawton, Oklahoma 
Lewiston, Idaho 
Lexington, Kentucky 
Lima, Ohio 
Lincoln, Nebraska 
Little Rock, Arkansas 
Logan, Utah 
Long Beach, California 
Lorain, Ohio 
Les Angeles, California 
Lubbock, Texas 
Manhattan, Kansas 

sia 
Mansfield, Ohio 
Marion, Ohio 
Mason City, Iowa 
McAlester, Oklahoma 
Meadville, Pennsylvania 
Miami, Florida 
Michigan City, Indiana 
Milwaukee, Wisconsin 
Minneapolis, Minnesota 
Mobile, Alabama 
Monroe, Louisiana 
Muncie, Indiana 
Muskogee, Oklahoma 
Muskegon, Michigan 
Nampa, Idaho 
New Castle, Pennsylvania 
New Haven, Connecticut 
New Orleans, Louisiana 
Niagara Falls, New York 
North Platte, Nebraska 
Oakland, California 
Ogden, Utah 
Oil City, Pennsylvania 
Oklahoma City, Oklahoma 
Okmulgee, Oklahoma 
Olympia, Washington 
Omaha, Nebraska 
Ottumwa, Iowa 
Owensboro, Kentucky 
Paducah, Kentucky 
Palo Alto, California 
Pampa, Texas 
Parsons, Kansas 
Pasadena, California 
Pensacola, Florida 
Peoria, Illinois 
Phoenix, Arizona 
Pine Bluff, Arkansas 
Pittsburgh, Pennsylvania 
Pocatello, Idaho 
Pontiac, Michigan 
Port Arthur, Texas 
Portland, Oregon 
Portsmouth, Ohio 
Provo, Utah 
Pueblo, Colorado 
Quincy, Illinois 
Racine, Wisconsin 
Raleigh, North Carolina 
Rapid City, South Dakota 
Redwood City. California 
Reading, Pennsylvaniu 
Reno Nevada 





Richmond, California 
Richmond, Indiana 
Riverside, California 
Rochester, Minnesota 
Rochester, New York 
Rome, New York 
Sacramento, California 
Saginaw, Michigan 
Salem, Oregon 

Salina, Kansas 

Salt Lake City, Utah 

San Angelo, Texas 

San Antonio, Texas 

San Bernardino, California 
San Diego, California 

San Francisco, California 
San Jose, California 

San Luis Obispo, California 
San Pedro, California 
Santa Barbara, California 
Santa Fe, New Mexico 
Santa Monica, California 
Santa Rosa, California 
Schenectady, New York 
Seattle, Washington 
Shawnee, = 
Sioux City, Io 

Sioux Falls, South Dakota 
South Bend, Indiana 
Spokane, Washington 
Springfield, Massachusetts 
Springfield, Missouri 
Springfield, Ohio 

St. Louis, Missouri 

St. Paul, Minnesota 
Steubenville, Ohio 
Stockton, California 
Syracuse, New York 
Tacoma, Washington 
Tampa, Florida 

Terre Haute, Indiana 
Texarkana, (Arkansas-Texas} 
Toledo, Ohio 

Topeka, Kansas 

Trinidad, Colorado 
Tucson, Arizona 

Tulsa, Oklahoma 

Twin Falls, Idaho 

Utica, New York 

Ventura, California 
Vallejo, California 
Vicksburg, Mississippi 
Warren, Ohio 
Washington, D. C. 
Waterloo, Iowa 
Wenatchee, Washington 
Wheeling, West Virginia 
Wichita, Kansas 

Wichita Falls, Texas ‘ 
Wilkes-Barre, Pennsylvania 
Winona, Minnesota 
Winston-Salem, North Carolina 
Yakima, Washington 
Yankton, South Dakota 
York, Pennsylvania 
Youngstown, Ohio 
Zanesville, Ohio 














